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Exscutive Officer, Procurement & Bupply Office 23 September 1952
" Acting Chief, Orgsnization & Methods Service

Proposed Functions & Procedures for Tranmsportation Divisionm,
Procurement & Supply Office

1. Atteched hereto are recommended functions and procedures
for the Transportetion Division, prepared Joimtly in accordance with
your request by Colonel | ivho wop detailed from Logistics
Division, OPC, and by [ | of the Organization & Methods
Service. These recommenistions are based upon the T/0 end organize-
tion of the Transportation Division in which the Organization &
Methods Service has tentatively concurred, pending a detailed study
st & later date,

2, In order to expedite the completion of the study, 1t wes
decided .[___|would prepare unnexes A and B, and that
camm prepere Annex C. Annex A contains recommended
procedus®s T ling pessenger movement, Annex B contains recom-
mended over-all functions for the Administrative Staff under the
division chief's office. Apnex C contains recommended procedures for
handling c movement. :

18 Cores 25X1A%9A

3, It will be noted that the processing of cerriers imwolces
for cargo movement was made a function of the Cergo Movemeni Branch
by Colonel[ | Processing of such invoices for passenger travel
has been placed under the Administrative Staff by Mr. | ] Thia
is in sccordance with your discussion with M. | | Pending the
deteiled study to be conducted in the future, it is recommended that
all carrier invoice processing be considered a function of the Admine

istrative Staff. 25X1A%A

I | 25X1A9A
Acting Chief
OsM Bervice

mm/m Pocument No. / ?

NO CHANGE in Classe [ .coimigl
[] DECLASSIFIED ey
Cless. CHANGED T0: 15 § (@)
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pates 24 03 27 By: 25X1
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1. The following materisl received st Division Chlef's office
from Central Processing Branch:

8. Trevel ordsr (Form 33-27)
b. Request for Booking arrangements
¢. Copy of letter to State Department reguesting

pasaport.
4. Copy of traveler's biography

25X1

&, Datas

b, Source

¢, Bubject (from nusber or name, if appliceble)
d. Destination

e, Clasgification

. Suapense date

3, Beerch inactive psssenger csse files and pull eny existing
file for the individusl. If no file exists, new file is crested.

L, Seerch inactive movement control cards. If card exists
for the traveler, material received will be noted. If no card
sxists, one will be created and necessary entries nede.

§, Assign a control number to the cese.

6. Enter control mumber in case file end movement control
card, .

7. Iusert ell forms snd travel documents in cese file.

8. If travel is not to occur immedistely, place case file
in suspeunse Tile, ‘

9. Deliver case file of immedistely active case to Passenger
Novement Breunch. ‘

Pagsenger Movement Brench

10, Review case file to dstermine that the following have besn
included, and that they are cauplete and accuraté:

Approved For Reled® 2&%&0‘%%3@303&50%&%’6% -
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